Utility change order template / Outcomes Automation
[Your firm name]
Change Order [CO number]
[Project name]: [what changed, in a few words]
	How to use this template. Replace every bracketed field and delete these notes before the document goes out. A change order amends an approved scope or purchase order; new work with no parent document is a new scope. A worked example is at outcomesautomation.com/change-orders.



	Prepared for
	[Client and department]

	Change order
	[CO number] to [work order number], [project name]

	Amends
	[Purchase order number], issued against the approved [work order number] scope

	Requesting engineer
	[Name]

	Pricing basis
	Rate sheet rev. [X], in force on the date of the change

	Date
	[Date]



1. Reason for change
[What changed in the field, who reported it, and when. Cite the source: the agent's notes, photos, a voice memo, or the engineer's request. If the original scope named a condition for this change, cite that section. Say which tasks, quantities, or rates do not change.]
2. Change detail
	Task
	Item
	Unit
	Qty
	Unit price
	Extended

	[Task added or changed]
	[Code]
	[each]
	[0]
	[$0.00]
	[$0.00]

	[Task added or changed]
	[Code]
	[parcel]
	[0]
	[$0.00]
	[$0.00]

	Total of this change
	[$0.00]



3. Original and amended amounts
	Task
	Item
	Original
	This change
	Amended

	[1. Task name]
	[Code]
	[$0.00]
	[+$0.00]
	[$0.00]

	[2. Task name]
	[Code]
	[$0.00]
	[$0.00]
	[$0.00]

	[3. Task name]
	[Code]
	[$0.00]
	[$0.00]
	[$0.00]

	Total, not to exceed
	[$0.00]
	[+$0.00]
	[$0.00]



4. Funding history on this purchase order
	Entry
	Reference
	Change
	NTE after

	Original scope, approved and funded
	[WO number]
	[+$0.00]
	[$0.00]

	[Earlier change, if any]
	[CO number]
	[+$0.00]
	[$0.00]

	[This change]
	[CO number]
	[+$0.00]
	[$0.00]

	Amended not-to-exceed
	[$0.00]



All unit prices from rate sheet revision [X]. Work is billed as performed and capped at the amended NTE. No task proceeds beyond its line amount without a documented change.
5. Assumptions and exclusions
Approved assumption. [A gap closed by a cited reply, or the condition in the original scope that this change answers.]
Exclusion. Permit and recording fees remain the client's cost, invoiced at actuals with receipts.
Unchanged. [Tasks, quantities, and rates this change does not touch.]
	__________________________________
Prepared by: [name, firm]     Date: [date]
	__________________________________
Client approval: [name, title]     Date: [date]


Free template from Outcomes Automation, outcomesautomation.com. Use it and change it freely. Page 
